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1. PURPGSE AND SCOPE. To outline procedures when transferring
i nmat e account bal ances and funds between Bureau of Prisons
| ocations using the Inmate Account Transfer Mdule (I1ATM.

The i nmate account transfer process is conprised of two
conponents. One operates under the Finance Branch via the | ATM
and the other operates under the Trust Fund Branch via the
Federal Prison Point of Sale (FPPOS) System

| ATM i s mandatory for transferring i nmate funds between Bureau
| ocati ons.

2. PROGRAM OBJECTIVE. The expected result of this programis:

| nmat e account bal ances and funds will be processed accurately
and in a tinmely manner utilizing the I nmate Account Transfer
Modul e.

3. DI RECTI VES AFFECTED

a. Directive Rescinded

OM 141-96 (2000) | nmat e Account Transfer Mdul e (12/9/96)

b. Directives Referenced

PS 2000. 02 Accounting Manual (10/15/86)

TRM 5802. 01 SENTRY General Use Techni cal Reference Manual
(6/1/94)

TRM 2003. 02 Fi nanci al Managenent Techni cal Reference
Manual (3/14/97)
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TRM 4501. 01 Federal Prison Point of Sale Techni cal
Ref erence Manual (2/15/96)

4. STANDARDS REFERENCED

a. Anerican Correctional Association 3rd Edition Standards for
Adult Correctional Institutions: 3-4033.

b. American Correctional Association 3rd Edition Standards for
Adult Local Detention Facilities: 3- ALDF- 1B- 06.

c. Anerican Correctional Association 2nd Edition Standards for
the Adm nistration of Correctional Agencies: 2-CO 1B-06

5. DEFI N TI ONS

a. | nmat e Account Transfer Mddule. The IATMis a Financia
Managenent I nformation System (FMS) nodul e used to transfer
i nmat e account bal ances and funds between institutions.

b. Upload Process. The upload process is used to transfer
i nmat e funds and account bal ances out of a Bureau | ocation via
| ATM This consists of the FPPCS transfer-out and | ATM upl oad
processes.

c. Downl oad Process. The downl oad process is used to transfer
i nmat e funds and account bal ances into a Bureau | ocation via
| ATM  This consists of the | ATM downl oad and FPPCS transfer-in
processes.

d. I ATM Session. An IATM session is either the upload or
downl oad function

e. Open Session. An open session can be either an upload or
downl oad session. A session is considered open until all steps
of the session, as defined in Sections 6.b. and 6.c., are
conpl et e.

f. Daily Log SENTRY Transaction. The Daily Log provides a
list of i nmate nmovenents such as transfers within the Bureau and
rel eases. Refer to the SENTRY General Use Techni cal Reference
Manual .
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g. Upload Reference Nunber. Each upload session nust be
assi gned a uni que upl oad reference nunber. The upl oad reference
nunber is assigned in numerical sequence beginning with ULO0O1
each Fiscal Year. The log shall be maintained to record these
nunbers.

h. Downl oad Reference Nunber. Each downl oad session nust be
assi gned a uni que downl oad reference nunber. The downl oad
reference nunber is assigned in nunerical sequence beginning with
DLO00O1 each Fiscal Year. A log shall be nmaintained to record
t hese nunbers.

i. Trailer Record Concept. The IATM automatically creates a
trailer record to ensure uploads of an inmate’'s funds “fol |l ow
the inmate to his or her current location. A trailer record
automatically attaches to the institution that |ast downl oaded a
record for the inmate. Trailer records automatically downl oad
when the other inmate records are sel ected.

6. DAILY PROCEDURES. The follow ng procedures shall be
performed daily:

a. Access the ATMto perform upl oad and downl oad processes,
as needed, and to ensure trailer records are downl oaded.

b. Cdose all I ATM sessions by the end of each busi ness day.

c. Performthe appropriate postings to FPPOS control accounts
as outlined in the | ATM TRM

d. Establ i sh new i nmate accounts as outlined in the | ATM TRM

e. Update status codes for inmate accounts as outlined in the
| ATM and FPPOS TRM s.

f. Balance the FPPCS control account and the inmate bal ance
report for each upload, and verify that the | ATM upl oad report
equal s the FPPCS transfer-out |isting.

g. Balance the FPPOS control account and the inmate bal ance
report for each downl oad, and verify that the | ATM downl oad
report equals the FPPCS transfer-in |isting.

7. MONTHLY RECONCI LI ATION. The nmonthly | ATM Activity Summary
report shall be generated, as outlined in the |ATM TRM after the
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end of each nonth. The follow ng shall be verified:
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a. The total upload anobunt equals the total anmpunt posted
to the FPPCS control account 600-590 for the nonth;

b. The total downl oad anmobunt equals the total anount
posted to the FPPOS control account 600-690 for the nonth;

c. Al reference nunbers are accounted for.

Al'l discrepancies identified during the nonthly reconciliation
shal |l be pronptly researched and corrected. All corrections
shal | be docunented thoroughly on the | ATM Activity Summary
report or on an attachnent to the report.

8. PROOF-CHECK. The proof-check for the I nmate Deposit Fund,
15X6085, shall be conpleted nonthly. The proof-check form
prescribed in the Financial Managenent TRM Vol unme 1,

Reconci liations and Logs, shall be used.

9. FENMS ACCOUNTI NG ENTRIES. The | ATM upl oad and downl oad
processes automatically generate the necessary accounting entries
in the General Ledger. Manual general |edger accounting entries
shal | not be nmade for these purposes.

The | ATM cash transfers can be identified on the General Ledger
in account 110.31, | ATM Transfers. Locati ons shall not make
entries to 110. 31.

|f a problemexists in that account, contact the Accounting
Oper ati ons Section, Finance Branch, for assistance.

10. STATEMENT OF TRANSACTI ONS (SF-224) REPORTING  The | ATM
inmate funds transfers shall not be reported on the nonthly
SF-224. These transactions are not processed through Treasury.

11. | NVATE NEGATI VE AND ZERO ACCOUNT BALANCES. |Innate negative
and zero bal ances shall be upl oaded and downl oaded t hrough | ATM
to ensure the appropriate trailer record is created. \Wen
negati ve bal ances are downl oaded, the downl oading institution
shal |l contact the uploading facility for back-up docunentation
whi ch caused the negative bal ance.




12. DOCUMENTATI ON. The upl oad/ downl oad docunentation shall be
filed chronol ogically by upl oad/ downl oad reference nunber each
fiscal year

a. Upload Docunentation. Each upload session shall be
supported by the:

P Daily Log,
P FPPOS Aut omat ed Funds Transfer-out Listing, and
P | ATM FPPOS/ FM S Upl oad Report.

b. Downl oad Docunmentation. Each downl oad session shall be
supported by the:

P Daily Log,
P FPPOS Aut omat ed Funds Transfer-in Listing, and
P ITATM I nmate Accounts Sel ected for Downl oad Report.

13. OTHER TRANSFERS AND DESI GNATI ONS. Accounts for inmates who
are transferred to facilities not served by FMS or are in

“wher eabout s unknown” are not to be uploaded into |ATM This

i ncludes inmates transferred to contract hal fway houses, and
inmates rel eased to other jurisdictions. Funds for inmates
transferred to hal fway houses, Comunity Corrections Centers, or
other jurisdictions are transferred via U S. Treasury check or
the draft paynent system as appropriate. Funds due inmates in
cases of “whereabouts unknown” are handl ed according to the
Account i ng Managenent Mnual .

14. DATABASE MONI TORING  The Accounting Operations Section
(ACS), Finance Branch, Central Ofice, is responsible for
monitoring the | ATM dat abase for aging i nmate accounts. At the
end of each nonth, the aging report shall be reviewed to identify
i nmat e accounts that have been in the data base for nore than

90 days. The ACS will downl oad i nmates accounts 90 days or nore
old and upload as trailer records to the designated institution.
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If the inmate was rel eased fromcustody, it will be the
designated institution’s responsibility to send the inmate’s
account to the correct |ocation.

15. INTRANSIT STATUS. If an inmate is in-transit, the funds
shal | not be downl oaded by the hol dover | ocation unless the

hol dover | ocation permts the inmate to use his or her personal
funds in the Inmate Deposit Fund (15X6085). For exanple, the
inmate may be all owed shopping privileges in the comm ssary. In
that case, the funds shall be downl oaded by the hol dover

| ocati on.

Once funds are downl oaded by any | ocation, the |ocation becones
responsi bl e for the appropriate disposition of the inmate’s funds

upon the inmate’s release or transfer. |If the inmate is
transferred to another Bureau l|location, the |ocation shall upload
the funds into the | ATM database. If the inmate is rel eased or

transferred to a non-Bureau | ocation, the |location shall forward
the funds as required in the Accounting Managenent Manual .

/s/
Kat hl een M Hawk
Di rector



